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Encl:  {1) Mavy 0fficial Maill Cost Contral Pregram {(OMCCP) Procedures

1. Puyrpose. To issue poliecy and procedures on the Havy 0fficial Mail Cost
Control Program (OMCCP) and the handling of official material within
Commanding Offiecer, WAS Pensacola, area of regicnal responsibility, and to
supplement informaticon contained in referances {a) through (£).

2. ECancellation. MNASPHNCLAINST 5318.1A
5. Backqround., Per reference (g}, Commanding Officer, NaS Pensacola, has

been aesigned area responsibility for the Navy OMCCF, and tasked with bringing
total poetal expenses under control and improving the current svstem.

4. Agtion. All perscnnel who criginate, handle, and procesg ocfficial mail
must nave knowledose of and comply with the policy and procedures contained im
enclesure (1). o©Offieial mail not in corpliance with this directive will be

returned to origimator.
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Chapter ¥ - Unauthorized Use of Appropriated Fund Postage
Chapter VI - Official Material/Mail Preparation
Chapter VII - Priocrity Mail
Chapter VIII - Dfficial Administrative Material/Mail Distribution
Chapter IX - Dfficial Material/Mail Security
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Chapter XII - Bowvernment Express Mail
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Chapter xv - Insured Mail and Certifiecate of Mailing
Chapter XVI - Return Receipts
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Chapter XVIII - Cost Reducticon Tips
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GENERAL
1. This instruction is issued in complisnce with references {(a) through (f)
to establish policies ang procedures, and provide guidance for the processing,
Teceipt, and dispatch of afficial administrative material and mail. In
addition, this instructien establishes the Wavy Official Mail Cost Control
Program [(NOMCCP) which emphasizes those positive mail management techniques
which will reduce Wavy postal costs and provide addivional information.

<. This instruction applies to all naval shore activities, deployable units,

and other DOD activities gerviced by the Consolidated Mail Facility, Nas
Fensacola.

3. Commanding Officer, NAS Pengacola, will administer the Official Mail cCost
Control Program (oMCCE) through the Postal Operations Manager.

&. The Postal Operaticns Manager will:

(1) be the primary point of contact between activities serviced and
the United States Postal Service.

(2) implement and monitor mail-handling procedures in compliance with
U.5. Postal Service (USps) policy, Department of Defensze {DCD} regulations,
and Department of the Mavy (DON) instructions.

(2) provide technical guidance, assistance, and direction to all

activities serviced in resolving day-to-day operational and procedural
problems.

{d) have full and final technical management authority over postal
operations, support, and services provided to naval astivities and other DOD
gctivities serviced by NAS Pensacola.

b. Individual commands may lesue supplemental official material /mail
handling instructions o the extent such instructiens de not abridge the
policy and procedures contained herein. Forward copies of any supplemental
instructicns to Commanding Officer, NAS Pensacola (Code 11120}, for review.

4. All items belonging te, or erclusively pertaining to the business of the
U.S5. Government, are classified as ¢fficial material. The internal handling,
Processing, and transportation of official material does not come under the
urview of ruleg, regulations, and laws instituted by the Usps,

2. When official material is poastmarked or turned over to a
tepresentative of the USPS, the material becomes subject to all rules and
regulations issusd by the UsSPS.

b, When the USPS delivers official material to a designated

representative of the addressee, the USPS relinguishes 311 authority and
tontrol over the material.

2. A1l USPS ingpectiens, search procedures, and postal laws apply to
official material enly while it ig mail. Official material may be searched by
Official Mail Managere (OMM'=] and Assigtant Qfficial Mail Managera (ROMM's) :
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(1) Beferes it is postmarked by a postage meter or placed under control
of USPS or its representative, whichever occcurs firet.

{2} Afrer control passes from USPS, or its representative, to
reprasentatives of the addressee.

d. The internal handling of official material will be governed by poliey
and instructions issued by Commanding Officer, NAS Pensaccla, as area
coordinator for the Navy Official Mail Cost Control Program.

Enclosure (1) I-2
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[ ER I

OFFICIAL MARIL MANAGERS
1. Commanding Officer, NAS Pencacola, through the Regionzl Command Postal
Operations Manager, shall ecordinate mail support for all activities serviced
in aceordance with the Navy Official Mail Cost Contrel Program.

<. Appointment of 0fficial Mail Manager's (OMM's) is a direct regquirement of
DCD 4525.8-M, OPWNAVINST 5218.7B, and OPNAVINST 5112.6B.

3. Every command, activity, or detachment who originates or receives official
mail at an independent address will designate, in writing, a commissicned or
varrant officer, noncommigsicned officer (E-7 or higher), or DOD ecivilian
employee (GS-7 or higher) to act as the OMM. This reguirement is waived only
when the activity concerned haz ne personnel in the grades specified,

Commands may alsc appoint no more than two Assistant Official Mail Managers
IAOMM’'s) to act in the absence of the OMM. The ACMM's must alsoc be designated
in writing and must be E-6/GS-5 or higher. APPOINTMENT OF COMMAND MATL
ORDERLIES OR CLERKE AS OMM’'s IS NOT AUTHORIZED. The OMM/AOMM will be
responsible for the follewing:

a. Point of contact for the Postal Operations Manager.

b. Ensuring their command is in compliance with all exieting regulations
concerning official materizl /mail.

c. Ensuring mail orderlies/clerks are properly designated apnd trained.

d. Review and determine need for Business Reply Mail pricr te forwarding

to the Postal Operations Manager for final approval /disapproval. See Chapter
¥VI1 for coordination procedures.

€. Review RSVP prepaid mail requeste for such events as change of command
and retirements prior to forwarding te the Postal Operations Manager for final
gpproval/disapproval. See Chapter XVII for coordination procedures,

f. Review requests for permit mailings and coordinate with Postal
Operaticons Manager.

g. BAuthorization of all requested overnight/next day delivery services.

h. Accountability for any postage stamps and pre-stamped envelopes or
cards in possesgion of the cotmand.

i, Security amd safeguarding of all official material/mail and personal
mail received by the command.

4. Appointment letters for OMM's and AOMM‘s will contain the full name;

grade, rank, rate, or eivilian position; office phone number; and OMM/ROMM
sample signature.

. A copy of the appointment letter, containing a sample signature, will be
forwarded to Commanding 0Officer, NAS Pensacola (Code S3000) . BSee Figure IT-1
for sample designation letter,

II-1 Enclosure (1)
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EETGHA ETTER F OMM / BOE
From: Commander, Waval Training Command, Penzacola
To: Jane E. Doe, Naval Training Command, Pensacala
Subj: -APPOINTMENT AS OFFICIAL MAIL MANACER { O )
Ref: ta} OPNAVINST 5218.7EB

tbl Dol 4525.8-M
(c] MASPNCLAINST 521&.1B

1. Per references (a), (b), and (g} you are hereby designated as the Naval
Training Command Official Mail Manager (OMM). You will familiarize yourself
with inetructions, pelicies, and procedures of references (a), (B), and (o)

and other applicable directives im the performance of your duties as OMM.

This designation will remain in effect until your transfer, unless rescinded
in writing.

Offjcial Address: atu e

Jane E. Doe, G5-03
Waval Training Center
100 Training Center Ave
Pensacola, FL 32E508-0000

Telephone . {B50}452-0000

I. M. TRAINING

By directicn
Copy to:

HAS Pencacola (Code 11124}

Figure II-1 Enclozure (1)
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OFFICIAL ORDERLIES/CLERES
1. All personnel handling official material and/or personal mail will be
designated as an Official Material Clerk/Orderly. These personnel shall meet
the following gualifications:

4. Be a U.5. citizen and eligible for a SECRET clearance (an Entrance
National Agency Check [(BENTAC) or National Agency Check (MAC) is on file) if
regquired to handle registered mail.

b. Have na record of the following:
(1] Conviction by courte-martial .

(2] Punishment under Article 15 (Title 10, U.5.C.}, Chapter 47, "The

Uniform Code of Military Justice,® invelwving a postal-related incident in the
last 12 months.

{3) Civil convictions other than minor traffic violations.

. Have no record of derogatory informatien or unfavorable conduct
casting doubt on the individual's trustworthiness and integricy.

d. Be evaluated as not having a psychiatric, alcoholic, or drug abuse
condition based on a review of personal and medieal records.

e. Have not been relieved of postal dutiss for cause.

2. Commands shall designate Official Material Clerks/Unit Mail Orderlies
utilizing DD Form 285. Persens performing material elerk/mail orderly duties
will be instructed by the Unit Postal Officer/0Official Mail Manager concerning
responsibilities fer the proper handling of mail entrusted to their custady.

a. Three DD-285's will be completed for sach person. After designaticn
of selected perscnnel, all coplies of DD-285 will be brought to the
Consolidated Mail Facility (CME), Building 40, feor validation in Block 10 of

the form. A DD-285 will be provided to each Mail Crderly, Unit files, and the
CMF, Building 40.

B. Designated perscnnel will carry their DD Form 285 when performing
Eheir duties and present it when receipting for mail. The gerving postal

activity or CMF may refuse to give mail/official material te the holder of
8 DD Form 285 for cause at any time.

3. When designated perszonnel are transferred or relieved for any reascn, the
LCD-285 will be retrieved from the individual and forwarded to the CMF,
Building 40, for destruction. The designating authority will anmetate
revocation date on file copy and retain for 3 Years. The CMF copy will be
annctated with the revocation date and retained for 2 vears,

4. Official material, while in the possession of designated clerks/orderlies
will not be left unattended or in the possession of another perscn. When

K
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being cransported by wvehicle, the vehicle must be capable of being locked at

all times. Clerks/Orderlies will make no perscnal stops when transporting
official material.

Enclosure {1}
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CHAPTEER TV
AUTHORIZED USE OF APPROPRIATED FUND POSTAGE

1= opri fund sta Il be u

a. by the Army and Rir National Quard only for mailinge pertaining to
Federal Government matters.

b. by an activity or activity commander sending invitations to official
social functions held in behalf of a Don component or sponscred in the name of
& DOD component. The official status of the function shall be clearly stated
or readily apparent in the invitatien., For example, an installation commander

is authorized to use appropriated fund postage Lo invite community officials
to an ipstallation open houge.

c. for Nonappropriated Fund Instrumentalities (NAFI's), including the
exchange services, only for official administracive (managerial) mailings
related exclusively to the business of the U.S, Government. This does not
include any function that would be a narmal expense, payrell, inventory
procurement and sale, collection of income, advertising, mailing of films for
paid exhibition, and equipment maintenance.

d. for mailing change-of-address cards cnly for change of address

resulting from carryving out written military ocrders. A copy of the orders
must be presented with the cards.

e. for mailing bulk shipments of daily, weekly, housing, and similar
bulletine consisting solely of official information to supported installations

and activities only. Less costly methods of shipment must be considered and
used when feasgible.

. by retired members of a DOD component, but cnly in the form of

merchandise return or business reply items furnished to them for reply
DUrposes.

9. by contractors and vendors as follows:
{1} Vendors must prepay postage and fees.

{2} Contracts or purchase orders requiring DOD Components to pay the
postage and fees shall require the use of mail classes and special services
that will be at the lowest possible cost consistent with Required Delivery
Date (RDD}, security, accountability, and shipper requirements.

(3) Envelopes and labels used by a contractor shall bear the
preprinted return address of the furnishing DOD actiwvity and not that of a
private person, concern, organization, or contractor.

{4) When authorized, the appropriate type of special service ghall he
pre-printed on the envelope or label in the manner reguired by the shipper.
Contractors shall not add their own markings for these services.

IvV-1 Enclosure (1)
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{5) A permit may be used for large mailings if USPS mailing
requirements are met. Contractor use of permits must be approved by the DOD
component. Application shall be submitted per the Domestic Mail Manual (DMM)
for prepaid postage,

(6) Postage meters may he used when approved by the DOD component.
The meters shall be licensed to and under the eentral of the DOD component
concernad .,

{7) When the use of a permit or pestage meter is not practical,
contractors shall prepay the postage and fees and be reimbursed by including
such costes as 2 separate item on the invoice.

h. for DOD Component authorized periodicals as follows:
(1) Distribution mandated by DOD Component regulations or directives.

(2] Individual copies toc higher headquarters in the chain of command
and other public affairs offices for administrative purposes.

(3) Copies in bulk to subordinate units for distribution to the unit
members. Other, less expensive transportation methods shall be used if they
can provide the same or faster delivery time than mail.

(4) A copy to a private person, firm, or organization in response to a
specific, written, unsolicited regquest only if the periecdical contains no
advertigsing. The request shall be kept on file in the editor's office as long
as the pericdiecal continues to be mailed in response to that request. The
mailing list shall be limited to the minimum consistent with the needs and
best interests of the command, and shall net include members of the audience
the publication is designed te reach.

I5) Copies to other government agencies and libraries, hospitals, or
schools te promote the overall command public affairs program.

(&) Copies of the state Army and Air National Guard and U.5. Army
Reserve Command command-level periodicals containing no advertising to the
home address of the individual members. These copies shall be mailed as
standard maill B bulk rate or apprepriate periodical rate. The mailing of
lower command-level periodicals is not authorized.

(7) Commercial enterprise newspaper may be mailed only in accordance
with subparagraphs (1! and (2] above.

i. by commanders to discharge their Morale, Welfare, and Recreation (MWR)
mission, but net te produce reverue. Social items such as echnic recipes,
Birth announcements. and bowling league scores are not the exclusive business
of the U.8. Government and shall not be mailed with appropriated fund postage.
Appropriated fund postage may be used to mail a consolidated package
containing information regarding the existence of all available MWR activities
to personnel eligikle to use them; however, the packet shall neither contain
information on revenue-producing items or events that vieclate other parts of
this manual.

Enclosure (1) IV-2



NASENCLAINST 5218.1B
DEC 1 6 1999

j- by priscners in a nonpay status for personal mail per DOD Component
directives.

k., for change of command and retirement ceremonies officially sponsered

by the command, and associated REVE cards to be mailed back to sponsoring
commands .

1. for Wavy ombudsman mailings, as long =8 such mailings consist of only
information related to business affecting the crew and families. May not
include reference to such items as recipes, bowling scores, birthdays, social
events, parties, etc., or any information concerning the sale or regquest for
relmbursement. All ombudsman newsletters must be prepared in accordance with
&ll applicable mailing regulations and must contain the return address of the
command. Internal distribution will be utilized to the maximum extent
possible. Mailing of ombudsman newsletters to family members residing out of
the local area iz authorized.

Iv-3 Enclosure (1)
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CHAPTER V

MMAUTHORIZED USE OF APPROPRIATED FUND POSTRCE
p £ he u T i fund e for DOD is L guthoriz for:
a. matter which does not exclusively relate to the business of the DOD.

b. nonmzilable items, such as items that are undersized, oversized,

overweight, or explosive. Obtain additional information about items chat are not
mailable from the local popt office.

C. postcards, unlees the cards are DOD or DOD component approved forms.

d. officizl material, such as daily, weekly, and housing bulletins containing
vnaofficial information.

€. information sent by DOD componente concerning non-mandatory events. Use
the correspondence distribution center, the installaticn bulletin or newspaper, or
cther mecthods to distribute this type of information.

f. invitations to social functions to satisfy personal social chligations,
even if they are the result of an official position.

2. personal congratulatory lecters from one individual to another in a private
capacity. Thie doss not prevent the use of appropriated fund postage by heads of
staii agencies or commanders to fulfill their official morsle and esprit de corps
sbligations to membere of their crganizaticn or personnel in their areas of
technical responsibility. For example, eending congratulatory letters to reECEle

selected for advanced schooling, premoticns, and lecters of condolence are
authorized.

n. persomal mail, holiday and birthday greerings, retirement announcemnsent s,
completed employment applicaticns, resumes, and similar materizl. However,
activities may use appropriated fund pestage for holiday grestings when
international diplomacy dictates. OFfficial announcement of retirement and changs
of cowmmand ceremonies may be mailed using appropriated fund pestage. The location
and time of a related recepticn immediately following the retirement or change of
command cersmony may be noted if it does nob result in any increase in the cost to

the Government, and the netation does not include advercicement for or endorsement
of any enterprise.

i. correspondence from internaticnal commands such as North Atlantic Treaty
Organization official correspondence. This mail normally must be prepaid in the
country in which it is posted.

i. correspondence of foreign military personnel. Foreign military personnel
who are required by regulation of their ewn government Lo file reports or
ciherwise correspond with their enbassy or government shall do =o at their
expense. However, appropriate fund postage may be used if the Ccorrespondence can

be certified by the parent U.S. Government activity as exelusively the business of
the U.8. Government.

k. mail posted in foreign post offices. Such mail must bear the postage of
Lhe country where it ie mailed unless there is 3 bilateral agreement in effect
with the country which has special procedures for accepting DOD mail. Example:
Preposted RSVP carde and domestic Business Reply Mail cannot be posted in foreign
post offices.
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1. anything mailed by concessicnaires oy their employees. Thiz does not
preclude use autherized by subsection 1f of Chapter IV.

m. fund drives not officially endeorsed by DOD or the DOD compenent concerned.
Business Reply Mail (BRM) and Merchandise Recturn Service (MES! =shall not be used
on officially endorsed drives.

n. unofficial biographies and unit histories.

©. dependent echool yearbooks and other unofficial items such as announcement
cards, thank you cards, memory albums, and biographies.

P. announcements and attendance regponses related to DOD component branch
anniversary parties and similar events.

. mailings by or for private asscciatioms, such as unic associarions, Wives
Clubs, Boy Scouts, etc,

r. malling matter donated by individuale for donation te other individuals or
charicable organizations.

s. all similar matters that do not relate exclusively to the business of
the U.5. Government.

E. command newsletters, plans of the dzy, wesek, or month are not
authorized to be mailed co individual members of the command. Reserve units
may mall monthly schedules notifying reserve members of meetings, drill dates,
etc. These mailings may not contain any information not directly related to
the reserve units status and upcoming drill reguirements.

£. The penalty for unauthorized/personal use of appropriated funds poestage
im:

a. Title 18. U.S. Code, Chapter 31, Sectiomn 641: Individuale converting
appropriated funds to their persomal use, or the use of ancother person:

{1} fines up to 510,000 and/or 10 years confinement
{2} %100 value or less fines up te %1,000 and/or 1 year confinement

. Applicable to both penalty and prepaid postage.
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CHAPTER VI
OFFICIAL MATERTAL/MATIL PREPARATION

1. The originator is responsible for correctly preparing official material/
mail for dispatch to the addressee. Incorrect and incomplete addresses are
the greatest cause of delay or nondelivery of mail. Impropezrly prepared
material/mail will be returned if the sriginater can be determined; otherwise,
material/mail will be held 30 days and disposed of as appropriate.

2. Prepare official material/mail teo be distributed through an approved
Inter-area Distribution System as follows:

&. U.5. GOVERNMENT MESSENGER ENVELOPES, All official material /mail, with
the exception of classified material, destined for other commands in the local
area, which can be delivered via an approved official inter-area distribution
gystem, may ke placed in these envelopes. Accurate addressing will ensure

prompt delivery of these envelopes. At a minimum, adhere to the following
practices:

(1} Always cross out or cover the last address appearing on the
envelope.

(2} Always include the full mailing address or APPROVED, RECOGHIZABLE
command short title of the command the envelope is to be delivered to, along
with other identifiable address information.

(3} If available, use pre-gummed mailing labels with full command
address.

(4) Comsolidated Mail Facility personnel will not be required to sign
receipts for delivery of inter-area material.

[5) Return empty/excess government messenger envelopes to Building 40
for reigsue.

k. REGULAR ENVELOFES. B&ny standard issue envelope may be used to
dispatch official material/mail through an approved official inter-area
distribution system. address the material as follows:

(1) Place the full mailing address or APPROVED, RECOGNIZABLE command

short title in the center of the envelape, along with any other identifiable
address information,

{2} Use pre-gummed mailing labels if possible.

i3} Ensure a RETURN ADDRESE iz placed on sealed envelopes sO
undeliverable material may be returned without opening.

©. OIHER. Authorized official flyers, pamphlets, newsletters, etc., may
be dietributed through the inter-area distribution system without being
inserted into an envelope, provided:

VI-1 Enclosure (1)
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tl} a pre-gummed mailing label, containing the full command title or
approved short title is affixed in a permanent nlace for easy identification.

(2) multiple copies going te the same command are grouped together by
rubber banding or tying with string. Include 2 note on frent copy stating all
for same command/activity/unit/department, etc.

3. Prepare official material/mail which requires postage prior to dispatch
through the U.S. Postal system as follows:

a. ENDORSEMENT. The originator is responsible for indicating the class
©f mail being dispatched. All standard size envelopes, 4 1,/4" X 9 1/2" (#10],
are considered to be First Class Mail and do not have to be stamped as such.

811 other mail must be stamped with the class of mail.

{1} FIRST CLASS. All envelopes larger than 4 1/4% X 9 1727 [#10)
weighing up tc and including 13 ounces that require first class postage.

(2] PRICRITY. 211 mailers weighing cver 131 ounces, and requiring
PRICRITY postage, must be marked with one of the three USPS approved prierity
stickers or tape. See Chapter VII for additional PRIORITY mail requirements.

(3) ETANDARD MAIL B. Generally used for shipping parcels, books,
Craining materials, etc., weighing up te 70 pounde where a required delivery
date is not essential.

b. SERLING. The use of tape or sealing material is restricted to certain
conditiona.

(1) SCOTCH TRPFE. May be used to reinforce rthe closure of small

envelopss but will not be used to seal large packages; NHOT ALLOWED for use on
registered mail.

[2) MRESKING TAPE. Mot allowed for use on official mail.

(3) ERAFT PAPER TAPE. HREGULAR and REINFORCED may be used to seal
large envelopes, packages, and boxes; MUST be u reqistered mail to seal
all seams.

(4) PRESSURE SENSITIVE TAPE. May be used to seal large =nvelopes,
packages, and boxes; WILL NOT be used to seal ize envelopes.

4. Specific guidelines on preparation and packaging are contained in
reference {e! and may be cbtained by contacting the CMF, Building 40.
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CHAPTER VII

PRIORITY MAIL

1. Priority is not a class of mail. It is a division, by weight and payment,
of first class mail. All first class mail weighing 13 ounces or less isg
charged at the first clasc postage rate. All first class mall exceeding 13

cunces is charged at the pricrity rate., The Priority rate is determined by
weight and distance.

2. Mark all first class mail weighing over 13 ocunces to be charged at the
priority rate "PRIORITY MAIL," utilizing cne of the THREE USPE approved
pPriority stickers or tape. The use of PRIORITY RUEBER STAMPS or the WEITTEN
WORD "priority" on the mail piece will not be recognized by the USPE and could
cause the piece to be included in third or fourth class shipments. &
"PRICETITY MAIL" sticker will be placed on both sides of large envelopes and on
all four sides of boxes or large packages to ensure it is processed in
accordance with the postage rate paid.

3. A "PRIORITY MAIL" sticker on any mail piece denctes a MINIMUM postage
charge of $3.20. For example, a one-page letter, folded and placed in a
standard 4 1/2" x 9% envelope, costs 5.33 to mail. Flacing the word

"PRIORITY" on that envelope increases the postage charge to the minimum
PRICRITY charge.

4. Mail received at the CMF with "PRIORITY" indiecated and mnet meeting the
welght reguirements of over 13 ocunces will be changed teo FIRST CLASE and
posted at the first class mail rate. The only exception to this will be in
conjunction with the SPECIALIZED PRIORITY MATL ENVELOPE, provided by the USES,
to emhance procesging and reduce delivery time te the addresses. The envelope
is easily recognizable by its size and bright red, white, and blue colers.
Mail dispatched in thie manner is delivered within 2 working days in 50-95
percent of all instances to major metropolitan areas within the continental
United States.

5. Commands are authorized to use the SPECIALTIZED PRIORITY MAIL ENVELODE for

items requiring expedited handling and delivery, but not reguiring the
guaranteed Z4-hour delivery of overnight express mail.

&. Commands WILL NOT use the SPECIALIZED FRIORITY MATIL ENVELOPE for regular

first elass mail, or to consolidate multiple pieces of first class mail
addressed to tha pame addressee.

7. The CMF will expedite handling of mail received from individual commands
in the SPECIALIZED PRIORITY MAIL ENVELODE by ensuring such mail is dispatched

to the U.5. Post 0ffice on the same day of receipt, 1f received prior to last
normal dispatch time.

E. SPECIALIZED PRIORITY MAIL ENVELOEES may be obtained from the CMF, Building
440,
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CHARPTER WITI

OFFICIAL ADMINISTRATIVE MATERIAL/MAIL DISTRIBUTION

1. Large guantities of official material are received via consolidatien from
various worldwide gecgraphical locations. This material is sorted into

individual hold-outs for pickup by designated Mail Orderlies/Clerks of the
specific commandg.

2. All cfficial material prepared for distribution through the inter-area
distribution system or diepatch via the USPS will be prepared in arccordance
with Chapters VI and VII of this instruction, and delivered to the OMF by
designated Mail Orderlies/Clerks. MNOTE: ALL MATERIAL TOH BE DISPATCHED VIA
USPES MUST HAVE APPROPRIATE DPOSTAGE AFFIXED. Material not having the

@ppropriate postage affixed will not be deposited in any USPS mail receptacle
or delivered to a USPS Branch Office.

3. Consolidated Mail Facility personnel will net be reguired to receipt for

official mail/material to be dispatched through the USPS5 or inter-area
distribution system.

4. icku d Deliv

a@. NAS Pepsacola. Pickup and delivery of USPS mail, outgoing official
mail, and inter-area mail at the U.5. Postal Service Branch Office and the
CMF, Building 40, will be in accordance with the following schedule:

Monday through Friday 0500-0930 1400-1430

Holidays and weekends Closed

These times must be strictly adhered te for mail te receive same-day

processing and to provide mail processing personnel adequate time to process
mail/material and perform other reguired duries.

b. BSaufley Field. Pickup and delivery of inter-area and outgoing

cfficial mail at Building 808 will be in accordance with the following
schedule:

Monday through Friday 1000-1100
Holidays and weekends Closed
©. Corry Pield. Pickup and delivery of inter-zrea and cutgoing offiecial
mail at Building 10%0 will be in accordance with the following schedule:
Monday through Friday 1130
Holidays and weekends Closed
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d. MNAS WHITING FIELD. Pickup and delivery of inter-area and cutgoing
official mail at Building 1416 will be in dccordance with the fellowing
schaedule:

Monday through Friday 1100
Holidays and weekends Closed
€. Naval Hespital. Pickup and delivery of inter-area and outgoing

efficial mail at Building 2268 will be in accordance wWwith the following
gchedule;

Monday through Friday 1145
Holidays and weekends Closed
g, e & m in ordina inistrativ 11 and ecial mail
ice jtems {(reqiste certifi ured .| WILL be deliv Eo
the CMF witheout pricr gcoordination with and approval of CMF personnel. UNDER
NG CIRCUMSTA ES will larqge olumas o ordina and special nail a1t ame
bg accepted by the CMF for same-day processing after 1100. Mail will pot be
coept for ooa af i1 i he exception of ired end-
af - ilings r whi or ar & haw en made.

6. All NAE Pensaccla complex Mail Orderlies/Clerks will be required to wait
for special service items to be processed for postage and take them to the
poest office for date validation.

7. The Conseclidated Mail Farcility will not accept logistics material, i.e.,
ADP equipment, audicvisual equipment, spare parts, ete,, for dispatch as
administrative mailing. Logisties material must be processed and dispatched
through the NAS Pensacola Supply system.
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CHAPTER IX

COFFICIAL MATERIAL/MAIL SECURITY

1. official material, regardless of the type envelope used or the fact it has
postage affixed, must be considered as official business af the U.8.
Government and handled appropriately. Security requirements must be in place
to preserve the inviolability and prevent the depredation of all official
material/mail dietributed and received at the CMF, Building 4¢.

2. The follewing security requirements apply:

a. Official material/mail will be distributed to or received from
properly designated orderlies/clerks OWLY {DD-285). B k 7 of -285

must indicate ALL organigationafactivities for which the erderly/clerk is
authorized to pick up and deliver.

b. Processing areas restricted to authorized personnel only.

€. Processing areas will be secured during nonworking houres with
accountable access only.

d. Accountable material/mail will be secured in accordance with
appropriate directives until delivery or dispatch.
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TEER

OFFICIAL MAIL ADDRESSING
1. Incorrect and incomplete addresses are the greatest cause of delay or
nondelivery of mail. All offieial material/mail te be dispatched through the
U.5. Postal Service (USPS) shall be in accordance with the Department of
Defense COfficial Mail Manual (DOD 4525.8M), Navy official Mail Management
Instruction (OPMAVINST 5218.7B), and A Guide to Business Mail Preparation
|USPS Publication 25). Both return and delivery address will:

2. Be formatted with a uniform (Blocked) left margin.

b. Be typewritten or machine-printed in all capital letters.

. Be limited to five lines and a maximum of 47 characters per line.

d. Contain no punctuation, except for the hyphen in the ZIP + 4 code,

€. Have nc nonaddress informaticn appearing below or to the right or left
of the delivery address line (street address line). NOTE: Those commands and
activities that have approved logos must contact the CMF for proper placement
cf logo and provide a copy of approval letter.

f. Mot be typed in italic, highly stylized, or script-like gtyle.

EXRMPLE : OFFICER IN CHARGE - Always title of official in charge
CODE ATTHN NAME ETC - Optiomal linme for activity use
PERSUFF DET - Mame of DOD activity
421 SAUFLEY ST SUITE B - Delivery address line
PENSACOLA FL 32508-5202 - Last line,

2. Exceptions to the above requirements will be permitted in czses where the
mwailing label, envelope, or card was filled out by the addressee so that
certain information eould be mailed at a later date., Other exceptions will be
considered on an individual basis. Exceptions must be requested prior te the
preparation of the mailing instrument, not oo the day of mailing.

-1 Enclosure (1)



MASPNCLAINST 5218.18
DEC 1 6 1999

3. The origipnator's complete official mailing address will alwavs be blaced
in the upper left-hand corner of the envelope or mailing lakel. All official

mail will have the statement "OFFICIAL BUSINESS® typed or pre-printed directly
below the last line of the return address. For Navy commands the statement

"DEPARTMENT OF THE NAVY" should appear, but is not mandatory, directly ahove
the first line of the return address.

DEPARTMENT OF THE (Include government component)

(SPACE FOR COMPLETE COMMAND OFFICTIAL LDDRESSE)

Official Business

4. The use of pre-addressed envelopes contsining a return address other than
a8 command serviced by the Conselidated Mail Facility will not be accepted for
Processing. A mailing label containing all reguired return address
informaticn of the command presenting the mail must be placed over the
Preprinted return address or a new envelope prepared.

5. In accordance with reference (d], official material/mail HOT having a
return address cannot have appropriated fund postage affixed. All such
material/mail will be opened and returned re originator. If originator cannot
be determined, item will be held for o days and disposed aof.
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CHAPTER XI

INTERNATIONAL MAIL

1. All offieizl correspondence (letters and cards) may be sent as AIRMAIL.
Package containing officiaml makter may be sent as AIRMAIL if the URGENCY IN
DELIVERY JUSTIFIES THE COSTLY AIRMAIL LETTER RATES.

2. Parcel post will be sent only as surface mail.

2. dHpecial delivery may be used only for delivery in countries where specific
delivery is the only reliable means of ensuring prompt delivery.

4. Consult the facility providing metering services for applicable postage,
tustoms tags, special services, and restrictions before preparing for mailing.
5. Once the mail leaves U.S. Postal Service control and enters into the
international mail gtream, there is no guarantee when delivery will he
aceomplished or if it will he delivered.

6., Destination address

d. The name and addrese of addressee and sender must be prepared legibly
with Roman letters and Arablic numbers.

b. &ddressesg in Russian, Greek, Arabie, Hebrew, Cyrillic, Japaness, or
Chinese characters must bear an interline translation in English of the names
aof the post office and country of degtination.

c. e botkom 14 of t show ¥ the nt in
apd in capital letters {HO ARBREVIATIONS) .
EXAMPLE : MR THOMAS CLAREK M5 C P AFPLE
117 RUSSELL DRIVE APARTADO 3068
LONDON WIP 7THO 45807 PUERTD VALLARTA JRLISCO
ENGLAND MEXICO

EXCEPTION: Mail addressed to Canads may use either of the following formats
when the postal delivery zone is included in the address,

EXAMPLE : MRS. HELENW K SAUNDERS MRS HELEN K SAUNDERS
1010 CLEAR STREET 1010 CLEAR STREET
OTTAWA ON K1A 0OB1 OTTAWA ON CANADA
CANADR Kln OB1

HOTE: Mail addressed to foreign addresses cannot include deomestic Business
Reply Mail or Prepaid Reply Mail. As an example, you canmot include
an RSVP card with domestic postage for a change of command. Any

material entered into the foreign postal system for delivery in the
UEA must have the postage of that country.
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CHAPTER X]

INTERNATIONAL MATL

1. All official correspondence (letters and carde) may be sent as AIRMAIL.
Fackage comtaining official matter may be sent as AIRMATL if the URGENCY IN
DELIVERY JUSTIFIES THE COSTLY ATRMAIL LETTER RATES.

2. Parcel post will be sent only as surface mail.

3. Special delivery may be used only for delivery in countries where specific
delivery is the only reliable means of ensuring prompt delivery,

4. Consult the facility providing metering services for applicable postage,
Custome tags, special services, and restrictions hefore preparing for mailing.
5. Once the mail leaves U.S5. DPostal Service contrel and enters into the
international mail stream, there is no guarantes when delivery will be
accomplished or if it will be delivered.

6. Destination addrecs

8. The name and address of addressee and sender must be prepared legibly
with Roman letters and Arabic numbers.

b. Addresses in Russian, Greek, Arabic, Hebrew, Cyrillic, Japanese, or
Chinese characters must bear an interline Eranslation in English of the names
of the post office and country of destination.

C. The bottem line &f res t show ¥ the count in
nd i it latterg BREV oNS
EXAMPLE : MR THOMARE CLARE MS C F RPPLE
117 RUSEELL DRIVE APARTADO 3068
LONDON WIP THOQ 46807 PUERTO VALLARTA JALISCO
ENGLAND MEXICO

EXCEPTION: Mail addressed to Canada may use either of the following formats
when the poestal delivery zone is included in the address.

EXAMDPLE : MRS. HELEN K SAUNDERS MES HELEN K SAUNDERS
1010 CLEAR STREET 1010 CLERR STREEET
OTTRWA CN K1a OEL OTTAWA ON CANADA
CRNADR K1a OBl

KOTE: Mail addressed to foreign addresses camnot include domastic Businaesa
Reply Mail or Prepaid Reply Mail. as an example, you cannot include
an REVF card with domestic postage for a change of command. Any
material entered intc the foreign postal system for delivery in the
USA mugt have the postage of that country.
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d. Reguest for the item was not received in time to prepare shipment for
arrival by the due date using regqular mail servipe.

®. Overnight Express Service will net be used:

(1) To respond to directed 8Ctlons or regquests for information unless
it is the only way to meet short suspense.

i2) For the purpose of correcting administrative oversights, such as
late suspense‘’s whan adequate time existed.

{3) For FEDEX delivery to Post cffice boxes or Post Office zip codes.

(4} To send to ships, sguadrons, or deplovable staffs/units whose
official mailing address is an APO/FPO.

(5] Por Baturday/sunday delivery to government agencies.

f. Command Dfficial Mail Managers (OMM‘s) and Alternate Official Mail
Managers (AOMM's) (E-7/GS-7 or above only) must approve the use of all EXpress
mail per this instructicn and Chapter 3, Section E, teo reference (a). In the
case of an emergency, the next senior person in the CMM's chain of cemmand masy
sign the authorization for the CMM. The CMM‘s name should appear on the form,
and the person 8igning should gign “for.~

9. A1l OMM's and AOMM's will be appointed in writing and a copy of the
OMM'e and AOMM's designation letter will be forwarded to the CMF, Building a0,
for filing, A new designatien letter must be iniriated upeon any change in
CMM's and AOMM's and forwarded te CMF for filing. Overnight Express Service
Authorizaticns signed by persons other than CO's/XO's and appointed
OMM'=s/AOMM's will not be accepted for discpatch.

h. To initiate Cvernight Express Service:

(1} The originating office will package and prepare fer dispatch as
would be dene for regular mail, to inelude complete return and delivery
address .

(2) The originating office will submit Tequest for BOTH USPS and FEDEX
shipments on NASP Form 5218/1, Figure XII-1, to their OMM/20MM for approval.

la) For FEDEX delivery to other government agencieg/bases, esnsure a
complete delivery address is used, to include street, guite, and rocom or
building number if knewn. Federal Express charges %3 for each incorrectly or
inzuificiently addressed item.

(b) For UsSps delivery complete USBS Label 11-h Per example in
Figure XII-2, In the Express Mail label's customer number block type the ward
"METERED" . Immediately below the complete return address Cype the phrase
“"OFFICIAL BUSINESS"

(3) ALl OMM's/nOMM's will review the reguest, determine sz valid
réeguirement exists, gign and date ag approving official,;, and forward original
approved reguest along with the item to be digpatched to the cwuF, Building 40,
BOT LATER THAN 1400 on requested day of dispatch.
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(4] The CMF will not accept express service items:

{a] without an approved MASP Form 5218,/1 signed by appointed
activity OMM's/A0MM'S.

(b} with a request date earlier than the current date.

() with a required delivery date more tham 2 working days from the
current date.

(d} for Saturday/Sunday deliwvery to ancther government agency.

NOTE: COMMERCIAL PHOME NUMBER, INCLUDING AREA CODE, FOR RECIPIENT IS A
MANDATORY REQUIREMENT.

1. Commands requiring expedited transit and delivery of material which
does not qualify for overnight express service should examine the u=ze of
Priority Mail. Packages up teo 7.5 pounds may be shipped using USFS PRICGRITY
MRIL ENVELOPE. Use of this envelope provides Z-day delivery to addresseas
within the continental United States in 90-95§ percent of all instances.

&. Express Mail Authorization, NRSP Form S5218/1, Figure XII-1, is availakle
frem the Rdministration Department, Building 624. U.8. Postal Service

PRIORITY MAIL ENVELOPE is availakle from the Consclidated Mail Facility,
Building 40.
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EXPRESS MAIL AUTHORIZATION

AUTHORIZATION TO USE OVERNIGHT EXPRESS MAIL

HEF:

{a) NASPNCLAINST 5218 1

FACKAGE AND ADDRESS MATERIAL, COMPLETE FORM, AND DELIVER TO CMF, BUILDING 40,
HOT LATER THAMN 1400 ON DAY OF SHIPMENT

THE ATTACHED ITEM(S) REQUIRE DELIVERY TO THE ADDRESSEE WITHIN 24 HOURS, THE FOLLOWING APPLIES:

MISSHON FAILURE PROBABLE.

SIGNIFICANT MONETARY PENALTY BY DOD COMPONET WILL OCCUR.

MISSING MOVEMEMTITRANSPORTATION WILL OCCLIR

EXTREME ADVERSE EFFECTS TO OPERATIIMNS/PEASONMEL.

008 1.4

COMPELLING CIRCUMSTANCES IN PREFARATION OCCURRED.

D REQUEST NOT RECEIVED IN TIME TO MEET DUE DATE.

SHIPPING INFORMATION

DATE REQUIRED AT | COMMERCIAL TELEPHONE NUMBER
DESTINATION AT DESTINATION (MAMDATORY) DESCRIPTION OF SHIPMENT

RECIPIENT ADDRESS INFORMATION

DELIVERY ADDRESS: (MUST BE TYPEWRITTEN) FOR FRIDAY DISPATCH:

SATURDAY DELIVERY REQUIRED

AGENCIES NOT ALTHORIZED

REGUESTING COMMAND

NOTE: SATURDAY DELIVERY TO GOVERMNMENT

| CERTIFY THATI HAVE REVIEWED TS REQUEST AND 1T MEETS ALL CRITERA FOSt OVEAMGHT EXFREST SERVICE COMTAINED iN REFERERCE (&)

| AFPHGVING OMEAORE SIEHATLRE H TATE
THIS SECTION FOR MAILROOM PERSONNEL USE DMLY
| EXFESS TRUALRAHL: NUMBEF GATE
RECIPIENT INFORMATION
SIGHED FOR DELWEAELD 0 TTIME DATE
NASF 528 (REY, 10-08) FISUAE Xik1
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CHAP X171

REGISTERED MAIL

1. Registered mail is authorized for the Eranemission of the following items:
a. Classified documents as re

gquired by DOD 5200,.1-R and DOD Component
directives.

k. High walue items that are one-of-a-kind, irreplaceable,
controlled,

of 520, 000.

sensitive,
rare or pilferable, and items having a replacement cost in excess

€. Service records, medical records, and records of courts-martial.

d. Criminal investigation evidence.

e. Cash, original wvouchers

(disbursing and collecting), and voided or
canceled checks.

f. Commercial transportation tickets, boarding passes,
Airlift Command authorizations when
possible.

and Military
perscnal delivery or pickup is net

9. The following items with return Teceiptg:
1) Environmental samples.
(2) Motification of radiation exposure.

{3) Mailing former evidence to its owner,

{4) Mobilization preassignment orders to international addresses where
this service is authorized.

{5} Mailable shipments of government-owned firearms.

h. TItems required by law, regulation,

with which the Navy must comply. For those items not specifically authorized
by this instruction, activities are required to provide a copy of the law or
Bpecific authorization to the CME.

or other government agency policies

2. Registered mail is the most secure methed of transmitting material. A

continuoue chain of receipts is maintained from originator to addresses=. The
BECUrity also increases transit times.

3. The cost of registered mail

is based on the postage requirement for First
Class mail plus a minimum $6.00

registration fee for each item,

NOTE: PADDED BAGS/ENVELOPES ARE NOT AUTHORIZED AS A MAILING
CONTAINER FOR RE RED
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CHAPTER XIV

CERTIFIED MAIL

1. Certified mail is authcrized for the transmission of the following items.
2. Letters to establishments being declared "eaff limits.

b. Adverse enlisted and cfficer efficiency reports and other similar
actions.

c. Controlled test material.
d. Instruccional material marked "For Faculty Use Only."
€. The following items with return receipt:

{1) Equal Employment Opportunity case material mailed to complainants
and their representatives.

i2) Reduction-in-force notices sent to civilian employees on
authorized absence.

{3) Final decisicns of a contracting officer issued under the dispute
clause of a Government centract.

i4) Bhow cause or cure notices issued under the dafault clause of a
Government contrack.,

(8) Any orher communication far which receipt is essential to create
or preserve rights granted te the United States under a Government contract,

(&) Debarment letters.

(7] Delayed entry packets,

(B) Summonses and subpoenas.

(3) Adverse perscnnel actiens for military and civilian personnel .
(10) Illegally held identification cards.

{11) Traffic or driving vioclations.

(12) Letters of revorcation or suspension of installation driving
privileges.

{13) Dishonored checks (not applicable to nonappropriated fund
instrumentality’s).

{14) Questionnaires te injured persons.

(15} The following legal matters.
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{a) Records of trial for all Special and General courts-martial.
(k] Decisions of the courts aof military review.
le) Cfficer eliminarion cases.

ld} Any other communication, receipt of which is essential to
Create or preserve the rights granted to the U.8., Covernmenr in connection
with criminal proceedings.

£. Orcher communicatiens and parcels that by law, DOD directive, or DOD
component directive must be certified.

9. Items specifically authorized by CNO or Commanding Officer, NAS
bPensacola. For those items not specifically authorlzed by this instructian,
activities are required to provide a copy of the law or specific authorizaticon
Lo the CMF.

2. Certified mail prevides for a record of receipt by the Post Office when
delivered to the addressee. No continucus chain of receipte is maintained for
certified mail. Certified mail iz handled the same as First Class ot Prierity
mail while in the postal distributien system.
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CHAPTER XV
INSURED MAIL AND CERTIFICATE OF MAILING

1. Under the Government Losses in Shipment Act (Title 40, USC Section 72E6),
federal agencies are prohibited from insuring articles for the purpose of
cbtaining indemnity. The Navy will not be reimbursed for the loss or damage
to items sent through the U.5. Postal Service.

2, Inaured mail is authorized for the transmission of the fellowing items:
4., Motion pictures sent from or to the Navy Motion Picture Exchange,
b. Ttems of value being returned to commercial activities.

. To return borrowed library and similar items when required by a non-
LOD lendexr.

d. For accountability reasens, when procf of delivery is required for
valuable administrative or logistical equipment, or eupplies and printed
matter, insured mail is a viable option. Even though the Navy will not be
reimbursed for damaged or lest articles sent through the pogtal syetem,
insured mail doee have a use. The cost to forward large packages via Fourth
Class insured is far less than Pirst Class mail certified. The same proof of
delivery iz provided by both means.

3. Wo other special postal service will be used ip conjunrction with insured
mail. Mail being sent registered or certified will not be insured.

1. Certificate of mailing is authorized for Commissary Store mailings of
vendor coupons to the clearing house.
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3 VI

RETURN RECEIPTS

1. United EBtates Peostal Service Return Receipts may be used aonly:

a. When proof of delivery of offieial mail te a nongovernment address is
required. If proof of delivery to another government agency is reguired, an
internal receipt form {OPNAV 5511/10 Record of Feceipt) will be used and
addressee ghall he instructed to acknowledoe receipt of the mailing by
completing the form and returning it immediately.

b. On specific items authorized to use return receipts:
{1) Registered mail, see Chapter XITI.
{2) Certified mail, see Chapter XIV.

€. When reguired by law, regulation, or pelicies af ancther govrernment
agency with which the Navy must comply,

d. For items specifiecally autheorized by CNO or Commanding Officer, NHAS
Pensacola. For items not specifically authorized by thie instruetion,

activities are required to provide a copy of the law or ppecific authorization
to the CMF.

2. Return Receipts will be prepared by the originator. nformat i1
ba TYPED not handwritten or rubber gtamped. The return address will be the

command's COMPLETE MATLING ADDRESS, including ZIP + 4.

3. Return Recelipts are not reliable as proof of delivery. Return Receipts
are signed at the Post Office point of delivery at the same time a signature
is obtained for the registered/certified item. Return Receipts can become
detached from the item prior to delivery or loet in the mail while being
returned to the originater.
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CHAPTER XVII

BUSINEES REPLY AND PREPAID HEPLY MRIL

1. Business Reply and Prepaid Reply Mail are metheds used to provide prepaid
postage Lo an activity or individual when the return of requested information

is desired. The use of Business Feply and Prepaid Reply Mail is restricted to
the following:

2. To be used only when a reply is reguested on official businese from an
activity or individual sutside the .2, Covernment who 1s not required by law

Lo reply and when the recsipt of the reply is in the best interest of the U.S.
Sovernment.

b. Not to be used to receive responses frem DOD activities or persomnel
except retired personnel or reserviscs not assigned to a unit. All DoOD

activities can return these items at Cheir own expense, saving the U.=2.
Government the applicable accounting fee.

C. Business Reply and Prepaid Mail may noet be sent as an enclosure to an
address in a foreign counkry.

2. In keeping with the Department of the Wavy policy on conserving pestal
costs, Commanding Officer, NAS Pensacola, has established a commercial BRM
Permit Number 523, This permit may be activated by any activity serviced by
NAE Pensacola Consclidated Mail Facility (CMF) with a BEM requirement approved
by the Postal Operacions Manager, NAS Pensacola (Code 11120). Postal
regulations require that BRM be delivered to the address of the permit holder.
Therefore, the delivery address on all BRM will include the street address of
the Commanding Officer, WAS Pensacola (see Figure XVII-1).

3. The U.5. Postal Service (USPS) has strict requirements for preparing BRM
and Prepaid Reply Mail. See Figure XVII-1 for examples of formatting,
content, and barcoding of BRM and Prepald Reply Mail. The USPS MUST APPROVE
business reply prior to their use. Use of unapproved Business Reply can

result in cancellation of a Businese Reply Mail permit and nondelivery of the
mail pieces. Reference (e] refers.

4. All commands and activities serviced by the (CMF) will coordinate their
Business Reply and Prepaid Mail requirements with the Regional Command Postal
Operations Manager for approval, (Code 11120) Building 40. Porward a sample
envelope or postcard of the required prepaid instrument to the CMF, MAS

Pensacola (Code 11120), for approval and barcoding, a sample envelope or
postcard of the required prepaid instrument. ailu to T

result in the printed ingtrument being rejected by the T.g5. Pogtal Service and
additional reprinting BXDEnE

4. PBUSINESS REPLY MAIL. FPresent the printing request and your approved
gample along with any required barcode information te the Defense Automated
Printing Service Office (DaP30), Bullding 461, for printing. When the printed
instrument is received from DAPSC, the using activity will submit four random
samples of the instrument to the Postal Operations Manager, CMF, Building 40,
who will present them to the serving U.S5. Postal Service (USPS} for approval.
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Upon receipt of Usps approval /disapproval, the using activity will he so

notified. : LCUMETAN W [HE FRIN
U. SERVI AD i
b. PRID REPLY - Prepaid Reply Mail will be used for change of

command ceremonies, retirement Ceremcnies, air shows, etc.

1} Forward a sample envelops or posteard of the required prepaid
instrument to the ©MF, Nas Pensacola (Code 11120) for approval of content and
format. Faij = at & oval r t in the int i bain
rej d the CMF incur additional intd enges. Present the
Approved material and your printing request to DAPSO, Building 461, for
printing.

{Z} When the printed instrument is received fraom DAFS0, deliver only
enough instruments for the inirial mailout to the CMF, Euilding 40, for
preposting prisr re inserting in envelcpe for mailing. BAny additiensl
requirements for the same event will be done on an AS NEEDED BASIS. This
method will eliminate premetering more than the required amount and wasting
bPostage dollars. Mailers addreszed o commands in the local area will contain
unmetered REVE cards for delivery and return through the local interarea
delivery aystem without Payment of postage,

3. Only CMF personnel will sort returned Business Reply Mail, calculate

postal charges, apply charges to user accounts, and deliver to designated
holdouts far command,/accivity pickup.
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CHAPTER XVIIT
COST REDUCTION TIPS
1  Ask the following about all mailings:
&. What will happen if the item is not mailed?
L. What will happen if the item is mailed less frequently?
¢. Is it essential that all the addressess receive the item?
d. Can some other less expensive means of transporting the message or
item be used? (For example: telephone call, electronic data transfer, the
Internet or Web, freight, small parcel earrier.)

e. Can it be combined or transported with gomething else?

£. ILe it being mailed at the lowest postal rate legally possible that
mests the required delivery date and security reguiremente.

g. Can postage costs be reduced by reducing weight or size? Consider
microform or CD-ROM alternatives for mailing publications and other items.
Reduce weight by printing on both sides of paper, selecting the lightest
weight paper, and using all available printing Epace.

h. Can postage costs be reduced by changing preparation methods?

2. Other cost saving measures:
a. Use ptandard, letter-size envelopes whenever possible to minimize

postage surcharges for size and weight and faster delivery. TUse large

envelopes only when material may be damaged by folding or the volume is too
great for letter-size envelopes.

b. Limit use of merchandise return, business reply mail, and special
services such as registered, certified, and insured.

c. Limit use of Express Mail.

d. Prepare iteme so they qualify for postage discounts when economically
feasible.

€. Use post cards whenever possible. The postage on a post card is
significantly less than a letter.

f. Annually review recurring mailings for continued necessity.
9. Update mailing lists as changes occour.
h. Consclidate mailing to common addresces,

i. Require adeguate printing lead time to allow economical mail service.
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i- Ensure contracts for

for using the most economica
the case,

printing and distribution sentain specifications
1 mailing services consistent with the pricrity of

k Use computer ocutput formars thar make maximum use of availakle princ
space Lo reduce the weight of mailings.

1. Use FRX instead of mail far documente t
Mail documents addressed to miltiple addressea
greater than preparing them feor mailing.
faxed only when an origina

hree pages in length or less,

5 when the laker te fax them is
Mail copies of documents that are

1 signature is required for legal reasons.
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